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0427

Department of Human Resources
Division of Public Health Community Health Section

Laboratory Unit

il

Virology Test Reports, 1987 - [ongoing].

~ Confidential (O.C.G.A. 31-12-2).

Agency-wide Common.

Reports from bacteriological, chemical, and immunological tests performed by
laboratory units in Atlanta, Albany, Macon, and Waycross. Included are forms
and reports covering the testing process for rabies, mumps, infectious
mononucleosis, AIDS (HIV), etc., and reference papers.

Alphabetical by county; thereunder alphabetical by surname of requestor;
thereunder chronological by date of request; except for AIDS (HIV) which are filed
numerically by lab-assigned control number. Weekly summaries of AIDS (HIV)
tests results are filed chronologically by week-ending date.

Paper; PC floppy disi;.

Legal: Two (2) years. Official Rules and Regulations of State of Georgia
(290-5-29-.13).

Paper Record - All Viruses;
Cut off file at and of each calendar year.
Hold in current files area one (1) year.
Transfer to State Records Center and hold one (1) year.
Destroy.




STATE OF GEORGIA
RECORDS SERIES PROFILE
RECORDS RETENTION SCHEDULE
APPLICATION #910524-01

(DHR Application #91-085-1)
Sheet: 2 0of 2

Schedule Number. 73-0216-A
Effective Date; 08/23/94

Superseded Schedule Number: 73-216-A
Effective Date: 05/06/82

Disposition
Instructions
(Continued): PC Floppy Disk Record - AIDS (HIV) PC Summary File:

Generate weekly hard-copy report.
Send weekly report to DHR AIDS Program Unit.
Retain a paper copy of report as required above.
Maintain PC floppy disk record until no longer needed for reference.
Erase and reuse or destroy.

The State Records Committee has approved these disposition instructions for the
records series described in the attached records retention schedule application and
this schedule profile.

Zeword Weldor— 2. L9

Edward Weldon V' Date
Secretary of State Designee "

ForM: PROFILE 90.REVSS




EXHIBIT-A
Application No.:f91—085—1 . (rev. 2—12-9})
Records Retention:Schedhle

GEORGIA DEPARTMENT OF HUMAN RESOURCES

pivision/Office: Division of Public Health

Section/Unit: Community Health Section
Laboratory Unit
Schedule No.: Date:
Record Series Ti}le: Virology Test Report Files
Description: ; Documents reléting to reporting test

results for various types of virology samples.

Included are forms, reports,reference papers and magnetic storage
media. Types of viruses include, but are not limited to: Rabies,
Mumps, Infectious Mononucleosis, HIV (AIDS), Chickenpox,
Herpesvirus, Influenza and Measles.

File Arrangement: HIV (AIDS) paper filed by number assigned by

the Laboratory Unit. HIV (AIDS) PC summary filed by week ending
date. All other wvirus documents filed alphabetically by county;
thereunder, by name of requestor; thereunder, by date of request.

Retention/Disposition Instructions:

Cut off files as follows:

1) Paper Records (All Viruses)
Cut off file at end of each calendar year; hold in current
files area 1 year; then transfer to State Records Center, hold
1 year, then destroy.

2) HIV (AIDS) PC Summary File

A) Generate a hard éopy*report weekly to the AIDS Program
Unit.

B) Maintain PC floppy disks until no longer needed for .
reference, then reuse.

'Cohfidentialz Yes - Closed Record - 0.C.G.A. 31-12-2.

Supersedes: 73-216-2A (amended 5-26-82)

(91-085-1)




Retention Records ¢

Appl.
No.

23-2/5

72 2/¢

Division of Physical Health

laboratory Unit

Description

BACTERTIOLOGY TEST REPORT FILE
Documents releating to the report-
ing of test to identify pathogenie
bacteria and fungl. This includes
reports of test, and assoried re-
ference and working papers. File
is arranged alphebetically by
county, by requestor, then by date
of test.

VIROLOGY TEST REPORT FILE.
Documents relsting to the report-
ing of laboratory test for viral
infections. This includes, but
is not limited to: reports of
tegst for rabies, mumps, infectious
mononuclepsis, ete, and assorted
reference and working papers.

File is arranged alphsbetically.

\

2 2.2 /7VEDIA AND REAGENT REQUISTION FILE

Documents relsting to preparation
of test media and reagents for use
in the various disgostic labora-

tories. This includes, but is not

limited to: wunit requistion forms,

mark sensitivity sheet, computer
printout, and related papers.

Janvary 1, 1973 3

P

Disposition

Same as Above

" Cut off st end of each calendar

year, hold in CFA for 2 years;
then destroy.

J3-2w-B  Se|Bz

Cut off annually and destroy.
Earlier destruction is author-
ized.

Records will be shipped yearly by departmental truck to the Atlanta
office for destruction. Number nine (9) card board boxes will be
used for shipment. Inventory and volume control measures will be

utilized to insure confidential nature.




- APPLICATION FOR RECORDS RETENTION SCHEDULE

OFFICE OF ADMINISTRATIVE SERVICES
RECORDS MANAGEMENT UNIT

7 ——— e ——

" — .

_ For instructions on cornpletmg thls form contact DHR Racords Managarnant Unit, 47 Trinity Avenue Atlanta, Georgia _

-1 . 30334 Phone-(404) 6564976 (GIST: 2214983 7 .0 e
DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND'HIST&RV
_ W'?'.'_th!._.; 77 |~ Division of Public—Health Applicstion Number - - -
’ T TTTTC } TVirology Laboratory -'-Room 139-H 73 2 | (D H
‘ A“ril 20, 1982 47 Trinity Avenue, S.W. ™ . CeG R 2
- [‘Application Number . ___ __ ate Received . ate Complﬂ.d
- "Atlanta,” Georgia - 30334 - A MAY B
DER 82-14 ‘ ' o MPR 201982 | - ~1982
2 PmntoConuu ' e Working Titie Tolephone Number

TN e awa e eae P

S ' Tommie F. Munro, Virology Laboratory Mgr, 656-4781

- i oas

3. Actior. Reguested

that occur esch year in the State. . LR e

a. O Eswblich Retention Schedule; record will continue to accumulsre,  — Update file arrangement
b. [ Disposs of prasent accumulation; no further accumulstion anticipated. = adjust ItEtention period
c. B Amend Application No. 13-216 Check One: [ Chengs; [ Supercede: [ Void | '
4. Dutms of Series 6. Records Saries Title {followsd by tithe used in office; if different) - et 2
Esrliant . latemt 1 Virology Test RePorta-Files‘ Etenun A T T TRNRR er nw h
6. Division and Offica Function What is the function of the Divition and the Offica in which this record series is created? '
The Division of Puhlic !ulth thtnzélrae leaderahip of the D!rector.— is relponlible for tl;m, ;;;inistrltini_n“ -é;l.-l-'olc-;l-;‘.. —‘ . [}

and coordination of the physical health programs throughout Georgia. This 1s accomplished by the establishment of health
standards for business, housing, and field operations; and the improverent of the physical and dental health of adulrs
and children; the diagnosis and control of diseases; snd the dsily State-vide program of registration, statistical cod-

i

ing, certiﬂc.tim. and preservation of certificates of birthl, ntt:llgn, divorces, annulwents of sarriage, and deaths .1 _ _ = -

The Laboratory Section hes the responsibilicy to provide lnboutotv support sarvices for the Niviasion, 1nc1ud1ng: tests
on disesse-related specimens in support of epideniologic {uvestigation and disesse control, such ap: veneresl disesse
xod tuberculosis control, hypertension programs, local Medicaid programs, and epidemic infectiona; and to promulgate

- specific legislation governing such blpod teating prograss as phenylketonuria, sickle cell disease, and premarital syphi-

1is. - The Central Laboratory serves as a reference laborstory for definitive and complex procedures and conducts applied
research. . Laboratory services are provided to local heslth departments, private physicians, hospit-ln, and privete lab-
nx.ltnriu- .

Documents relating to:

inciuded are:

work sheets — numerically by date of test

7. Records Series Description This fils containa the following documents (inciude form numbars and titles, if any):  Attach samples of the tilg.

The file is srranged :  patient records - alphabetically by name of patlent

8. Monthly Reterence Rate How often are records refarred <0 which ars:

twenty-five monthsandolder 7

One to six months olkd — ¢ Sevan to tweive months okd ;5  Thirmen to twenty-four months

8. Annusl Rew of Accumutation or Records

Latrar-size deawers : Legalsimmdrwers . ; Shelves

; Other {Specity)

e e e




TTHot, W

b. Does the series contsin confidantiai informatien requiring security handling? if yes, cita law or regulation.

c. 1s this a vital record?

d. Does this serles have historicsl or {ong tsrm ressarch velue?

be scheduled sparstely?

®. Whan one or two documensh in the file meke it necasiary to keep the entire file for e long period, couid these doc;.m-nnn 4 -

f. la the information contained in d'us saries ever published? If yes, attach copy.

g. ls the information contained in this series ever analyzed and/or naordad I * nrnmmzed mport?
If yes, attach copy.

h. |s thers a duplication of thit sries in your office, or in snother office or sgancy?
if yos, whers?

. I3 this saries {or & major portion of it} regularly micrqﬁlrmd?

j» Doas the record ssries result in & computer printout?

11. Retsntion Requirernsnts The foliowirg requires tha series o De kept:
a. Stuate Law —_— . YeNt d. Audit pariod
b. Statute of [imitstion — . YROIS. 8. Administrative nesd
¢ Federal law I W—— ', § : {. Fedaral retantion instructions

l

Atiach copy or axcerpt of iaws or regulatians, Explein dms‘nitd'niw nead.

years,

— e YOS B

12. Approved Dispesition Instructions  This agency recommands that the file saries be cu;oﬁattho end of each:
T I 5 Calendar Year: (O Fiscal Year; (D Other ___ SR S —_———

&) Hold in the currant files arss menthis) ___ 1 _ yesrls); than
O Transfer to locai hoiding srea; hold —___ year(s); than
£ Transter to State Records Cantar;hold 1 vearls): then

£ Desroy
O Teansfer to Stats Archives for permanent ratentien.

O Owher Soecity)

{*

Thea instructions apply to all prior and futyre accumulatiens of the series.

Agency Head/Dasignes  (Signature) [ s / Oate Records Mansgamant Otficar {Signature)

Date
ts/

Recommencations in parsgraph

C(
12 are approved, Stute Avaitor/Designee -
{f alapproved, attach e — -
of exyanetion.) Sﬂn%mimmn« ez i M

emmin, - A i "i//ﬁv/ga Citt (Conon

Eﬁzabeth W. Crank, CRM
. State Records Committeg ls&narurci

Date

1§=--Fr

4z 5- 8




